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ABSTRACT 

One of 12 in the secretarial/clerical area, this 
booklet for the vocational instructor contains a job description for 
the general office typist, a task list of areas of competency, an 
occupational tasks competency record (suggested as reglacement for 
the traditional report card), a list of industry representatives and 
educators involved in developing the project, and statements of 
competencies and a separate competency record for the area of human 
relations and personal development. Job duties listed for the general 
office/typist occupation include typing, maintaining the filing 
system, greeting visitors, handling telephone calls and mail, 
operating office equipmTent, and keeping a record of office supplies* 
Areas of competency ifi. human relations and personal development are 
included (communication, self-development, personal appearance, 
office attitude., social and business etiquette, and job-seeking ' 
skills) • Statements 'of competencies may be graded at either the 
secondary or postsecondary level, and the competency records are 
intended to follow the student through vocational training at both 
levels. Tasks in the task list are cross referenced with those in the 
booklets. for other secretarial/clerical jobs. (MF) 



* y Documents acquired by ERIC include many informal unpublished 

* materials not available from other sources^ ERIC makes every effort 

* t\ obtain the best copy available. Nevertheless, items of marginal 

* reprodiicibility are often encountered and this affects the quality 

* .of the microfiche and hardcopy reprpductions ERIC uTitkes available 

* 'via the ERIC Document Reproduction Service (EDRS) . EDRS is not 

* resp<^sible for the quality of the original document. Reproductions 

* supplied by EDRS are the best that can be made from the original. 
♦♦♦♦♦♦♦♦♦ ♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦♦^ 
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CROSS RbENCE SYSTEM 

> 

Task Lists in the secretarial/clerical area include! office services aid, typist, general ^, 
' office/typAst, receptionist, secretary/non-shorthand, secretary/shorthand, educational office 
personnel, medical secretary,' legal lecretary, adniniBtratlve' assistant, correspondence speclaliat, , 
correspondence supervisor, and data^entiy operator, All Task Lists contain an add-on list of 
human relations/personal development qualities degiraWf for graduates seeking secretarial/clerical 
positions. ' ' 9 ■ . ^ , 

The task lists for office servic^es aid, typist, general office/typist, receptionist, secretary/non- 
\ shorthand, and secretary /shorthk^ are referred to as "GENERAL" secretarial/clerical lists and all 
additional lists are referred" tj as "SPECIALIZED!' lists. 

. '', ■» ', ■ 

The.* and the numbering system is the key to" crosfl^teferencing for the specialized lists. The 
specialized lists are compared td4he lists for typist, general office/typist, receptionist, sec- ^ 
retaiy/non-shorthand, and secretary/shorthand. 1ihen there is something oh' the spepi^lzed list 
. . that is not oh the general lists a « appears.. The position of the » indicates the level of 
' change made in the AeIa OF COMPETEMCY, Ihe Statement of Competency, or the Task. For example, if ■ 
the » appears before the AEEA.'OF.COfpTENCY the entire AREA OF COMPETENCY is nev. If the • 
appears before a Statenjent of 'Competency or Task then only that Statement or Task is new. If the 
••appears before a word then only that woi"i is new or different.. It may be necessary to refer. to . 
more than one general task list when, comparing statements of competency. • 



ae Task List for Data Entry Operator is not referenced -to the general lists because the tasks 

are unique ih that area M need specialized training. Ihe Task Lists for Correspondence Specialist 
»and Correspondence Supervisor are not referenced to the general lists because tasks in these areas 

are applii^to a word :processing/correspondence center and the procedure for calpleting the tasks , 
. is diffeJent from the tasks in the general lists, ae Task List for Correspondence Supervisor 

Is 'crossWerenced as an add-on to the Correspondence Specialist Task List. ^ l 



INDUSTRY RECOMMENDATIONS • 

GBNEIAL' OFHCE/TYPlST ' * , ' • '\> 

JnduBtry representatives have made sm^l suggestions to students who will seek etpldyttent 
upon cotpletlon of this occupational' prograi. These suggestions' are genewl In natur* *and 

descrliie the kind- of' individual vhon they wish to hire. A coBt>etent wrker Is oile vljo 
atlsfactorially perf^ the tasks listed in this docunent and one vho Is lature and respon- 
sible.' It is liportaM .that an etaployee haVe a positive attitude toward work and thit he/ . 
she continues to leam'm the job. . 

One way'an eipioyee comnues to Warn is through reading articles" in professional Journals 
and publications, It ii^ important for a person in this position to intelligently com- 
municate with empltiyers, awidates; and the general pub^c. i • 



The employee who is an asset to t^e business assumes responsibility for comtunicatlons (both 
written and oral) that leave the office. This includes uaing correct grmar and punctuation 
spelling words correctly, and proofreading carefully. so that i\eat,and accurate corrections , 
'are ma4»r^ Acctiracy and confidentiality are extremely- Important in all secretarial/clerical 
occupations, * ■ • , 
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JOB DESCRIPTION 

- General Office/Typist'. .-^^ 



! The basic duties of the general off iceZ-typist ' are 
typing, filing, greeting callers, handling telephone 

j equipment, handling mail, maintaining office supplies, 

I operating business machines., maintaining records 
and working with micrographics.^ A basic knowledge 

i ^f data 'processing is necessary. ^ 

The general off ice Aypis^ Kiust. hav^ the ability to 
work well with people^ receive diMpt supervision, 
and^be proficient in communication sTci^lls. 



\ ■ ' 'I' 



8 



I 



TASK UST 



The follovlfty Taak list gives yout the vocational instructor. recotBP<ndation« about 
what your students should be able to do when they take a job as a GENERAL OFFICE/TYPIST . 
It was developed by a working connittee of secretarial/clerical instructors and " 
industry representatives throughout the state of Minnesota. 

The 'Task List on the following pages includes the Tasks and the AREAS OF COMPETENCY 
reconnended for a graduate of the general secretarial/clerical occupational program. 

As you utilize this task list, you will need to continue working with your local 
Advisory committee and with other instructors in your geographic area, judgments 
^ must be made» by you> concerning the amount of time to spend in teaching various 
tasks » the conditions surrounding the performance of each task and Che per:^ormance 
level for each task that will be acceptable. 




Giniral Offid/Typlit 
taIust 



AREA OF COMPFrfNa TYPEWRimN CQMMUNia^^^ 

II. A, Typii giniril builniii corriipondmci tmi (ypid rough drift, IwndvrlttM rough drift, virbil ' 
^nitructlon, virbil dlctitlon it thi tvptwftir. ind ichin^ triniflrlptlfln. 

1. typii aBployir'i builniii ind pirionil littiri in iiviril itylii Indi^dltig iny^of thi 
follovlng fiiturii . ' - 

( ■ .v.; • , / 

I. ittintion Uni ' " ' ■ \ 

b. cirbon notitioni 

c. conpiny RIM in doling i 

d. incloiuri notitloni * , 

e. lilted utirlili ' 

f. Billing notitioni ' - . 

g. nultiple pige heidingi ^ ; :> 

\ h. poiticripti . ' " \ 

1. quoted BiteTlil 

j. reference inltlili 

k. speciil doling! 

' I. ipeciil-iiMd ititionety 
* (i) executive lite 

(2) hilf ii«e 

(3) legil ilie. ' . 
B. ititliticil diti in tibulir fori i 

subject line 

2. typei iddreiiei on envelopei 

t.' iddriiui for vlndov envelopei 

b. ullingiddreii (including ZIP Codi)' 

c. ttHM ibove printed return iddreii 

d. return iddreii ' 




o' 'Pcc^Al notitioni 
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Ilj! a. ' plain paper with appropriate headings • 
■ b,,,pre-priDted foms 



nX^ Types Mti^le copies df general business foiis^ \ki a?e pertinent to the specific husiness 

■ : ^' fj-^i: , typed rough draft, handvrittenwjgh drafts Terhal4nstruction^ 

■ ^ the tYDevriter.' and Machine transcription , ' ' ' — , ' 



1. types 'general business forms 

• ■, ' ' ' . '' ■ ' ■ 

■ a. hills of lading ■ 
b». ',credlf BaooMduBs ' ' • ' . '• •.; 

. c. financial reports 

d. ' insurance forms ; ' . ^ • 

e. . invtfices ' ' ' ^' 

f. purchase orders 

g. purchase requisitions ' ■ ' ^ / , ?■ . 

h. statements of account ' , 

' ' ' i, voucher checks ' ^ . ' • 

, j, vouchers 

III i^esmisiuaneous material from: typed r(# draft /liwitten rough draft, yerM Instruction, 

.. ' verbal dictation at the typewriter , and machine transcription . . ^_ , 

1, types miscellanejius material ' . ' 

a. " address, file folder, 'file drawer labels ; ■ ,, • 

b. index cards - ■ 
' c. fom letters, foni paragraphs, and fill-i^ infonrntlon 

d, lists (e,g. mailing) , . ' / • 

,• e, summary of minutes of meetings or conferences , , , 

f. 'telegrams, cablegrams,' mailgrams 

g, postcards 

'h. meeting agendas L , ' , , ' . , 

i. dally work schedules 

J. manuscripts ■ -y , • GOT 4 



k. personnel forms . ; ■ 

1. expense repqtts/ , 

0. speed-reply letf^rs and nenos 

n. itineraries 

0. other material pertinent to the specific business 



IL D. Types reports (ca&is lay be required) from; • t^d rough draft, handwritten rouKh draft, and 
machine transcription , 

Ir types rfeporta ' . * ! , • . : . $ . 

' / • i ■ ■ ' ■ ■' 

,-,1 ^ 

a. endVrionth reports ' '/ , . 

b. fin^nciaf reports ' 
' c.' muihple' page reports 

(I) unbound r . " . 

• ,(2) top bound 

/(3) left bound • 
L[ summaty reports 

e'. abstracts , ' / > 

yf . legal documents (contracts, policies, etc. ) 
' / g. payroll reports*. ' - 
* /Ji. reports unique to the business 

' / , ■ ' 1, ' 
I. E. /Types or ptepares copy for reproduction 



/ 1. types offset masters 
/ '■ 2. types Meters for photo reproduction 



■J 



11. F. Types correspondence, records, reports, forms, and.mlscellaneous material from: typed tough ,. 

• , ilraffr, liftflftoritfrn rough draft, verbd lnBtructl£' verbal dictation ' 
machine transcription vj j Lth carbon copies , 

1. types materials with car^bon copies ' . - 

■ •'■ ■ . .'■ ■■■'got 5 

• ,. a. to mail , , .,'>' , 

b. for office files 



/ I. G. Proofreads and makes neat and accurate corrections of typed material 
1. makes corrections on 



/ 



a« copies typed vith fabric ribbons 

b. copies typed with carbon' ribbons 

c. carbon copies 

d. offset masters 



AREA OF COAAPETENCY: RECORpS HUNG AND /MANAGEMENT 

II . A, Maintains the C.urrent-ly used-filing system . ^ 

.1. codes documents for filing ' 
^ 2. adds, nei/ foldiers / 
3* locates and retrieves' documents 

refiles documents that have been removed 

^. . . . *. • ■ 

a. single pieces in file folders , 

b. entire file folder in drawer 

3, searches for missip^'^iB^ misplaced materials 

6. maintains records of mat,erials taken out of the files 

7. follows-up on released materials 

I. B. Revises files to keep them olirrent 

1» follows employer^ St directions for retention and disposal 

2. foliows office procedures for transferring files to inactive files 



I. C* Cross-references documents and prepares croas^-reference materials 



I. D, Maintains index files 

'* ' ^ 

*I*. E. Maintains "tickler" files for follow-up responsibilities 

: 17 

I. F. Maintains persbnal "work In progress" file 
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I. G. Operates micro-reproducing equipment (Optional) > 

■ ' ■ ■ , - , . ^ • y ■ ■■ ■ 

AREA OF COMPETENCY: PUBLIC RELATIONS'AND mTt SERVICES 

I. A, Receives persons who enter the office t " * 

1. greets visitors , ^ -^x, 

2. makes visitors comfortable 

3. .vansvers visitors* questions (general questions only) ^ 

4. escorts visitors to apprbprlate office area ^ , y 

5. makes Introductions ! / 

6. delivers oral or' written jnessages from visitors to proper persons 

AREA OF COMPETENCY: OFFICE FUNCTIONS 

■ ■ " '*■.■.,'■'■ 

I. A. . Keeps the reception area In order 

. ' " ■ ' ,i X ■ " • ■ / ■ ' -'.^ 

I. B. Operates Intercom system * . 

I. C, Maintains a bulletin board of announcements, news, etc, : 
I. ^D. Maintains' employee Infonaatlon directory 
I. E. Writes/prints legibly - - i?^ 

AREA OF COA^ETENCY: OFFICE |QUIPAAENT ^ 

II. A. Maintains office equipment » 

1. changes equipment ribbons . * . , 

cleans office e({ulp>ment. . a 

W3. recommends service on ec^ulpmgnt . . • \ 

4. handles service calls on equipment 

5. handles routine tnalntenance of equipment^ ' 

6. makes minor rep^lr^ on^ office equlpmient 



!• B, Keeps sequlpaent current 

-• . " ' * ^ ' ' ■ ' ■ 

1, prepared requlaitlons for equipment ' 4 
2f ' .maintains records of equipment Inventory 

AREA OF COMPETENCY: OFHCE SUPPLIES (VERY IMPORTANT) 

II ♦ A. Maintains personal and office Invtotory^ of supplies 



1. determines requirCTents for personal office supplies 

2. prepares re(Julsitlo^s or arequests 7 , ' 1 

3. maintains and" ch»5ks I inrentpry re9ordsAo detearmine if minimum ^uu^itit^^ 
of supplies are on him '-'--l 
orders and ol>tains supplies as needed from suppliers , ^ • i 

5. checks Incoming supplies with packing 8lip or irixroices ^ " « ^ ^ | 

6. unpacks and stores Incoming supplies : ! ^ ^ ' 

7. maiiatalne suppliers contact file - * ' '-/y'r/i/y 



AREA OF COMPETENCY: TELEI^ONE COAAMttNICATlONS 

I, A, Anders incoming telefphone calls 

1. uses single line ^ 

2. "uses multiple line 

, 3. tretnsfers calls to correct department or pecson 

— scJ'^ens incoming calls 

5. cmswers Inquiries posed by telephone callers 

6. records i^ephone laessages (date and time) 

7t requests complete information to make rettum ccOls 
8. delivers telephone rmessages promptly 



I. B. Places outgoing telephone calls / . 

1. places local calls < 

2. places long distance oalls 

' a, , direct distance dial (ddd) ' 
b.' person-tprperson ' 
' c.'. statlon-to-statlon 
\d, collect ' ' , 

, e. credit card 

I 

. '• 3. places calls using specialized telephone services 



/ 




' ' i,. conference calls ; • 

b. overseas long-distance calls 

Cr telephone' facfliiile equipment ^ 
I i^^pecialized long-di8t84ce'i^i^t^, suchasWAV^ ^ 

I.e. Places outgoing and receives incomingj calls using specialized- telephone equipent 

\ \ , ' i ■ ' . • ' ; . . f • 

' • \ - te , . V ; r , ■ 

. ' ' ■ ■' ' ' ■ * 

V . 1. operates speakeiiphohe, /■ ,. , 

2.* operates picture phone (optional) , " 
. . 3. .uses, bell-bpy senile , .(pager senice), 

■ i, uses ca]?d;dlalers 
• 5. operates, after hours nesaiM recorder 

6. contactsViofce phones If, ' ' . ■ 

/■.■■'. ' ' ■ . ■ ■ ■ ' ■ 

I. D. Finds'itteded iiifotinatlon by using the telephone directory 

■ ■ . s ^ , ' , 

1. uses the' «hite pages . 

2. ;* uses the yellow pager - * 



t 



recotds 



i^i. Maintains int^al telephone 

L keeps list of frequently called nuibers current 
■ 2.' recordHong listance ,call8 lade 
' 3, reminds .employer to return calls . 



AREA OF COMPETENQ: MAIL •! 
II. A, Received and processes inconing mall --^ 

1, doUects mall from post office or mailing department (optional) 

2, Botts unopened Incoming mall for delivery to departments or individuals 



a. business'! 

b. personal 



3: 
4. 
5. 
6., 
7. 
'8. 
9. 
10. 

n. 
12. 



"mends torn or damaged mall', 
prepares and attaiAes a routing slip 
delivers incoming mall to proper persons or departments 
ikes notation in mall register • | 

Sims for packages received from shippers or UPS ^ 
pays for packages received COD 
determines disposition of/lnadequately addressed mail ; 
opens incoming business mall, sorts contents; checks enclosures, tiie/date straps 
attaches pertinent information to incoming nail , * ' ^ . 
makes filing notations arid/or calendar notations ' 



I. B. Prepares outgoing mail 



I collects mall, from other offices or departments (optidial) 

2. folds and stuffs envelopes for mailing 

3. addresses envelopes for mass mailings ' ' 

,4. decides on least expensive and/or most desirable method of comiunication or delivery 

5. processes outgoing letters and packages requiring special handling and/or special rates ^ 

6. processes bulk mailings M 

7. prepares and sends tel^egrams, cablegrams, or aailgrams W 

8. prepares, updates, and checks mailing lists 
.If r^operates a postage meter 

10, ' records use of postage meter in"Seter Record Book" , ' 

Uv takes postage meter to post office to be refilled. (oDtlonal) . 
J2. operates a postage scale to determine correct postage 

13. attaches correct postage . . fiOIlO. 

U. wraps packages for inailing V , 



15. ^writes zip codes on Incomltig or outgoing aall 

16. files return receipts from registered or certified vsll 

17. Insures nail 

18. '^registers nail _ 
■ ^ ^ 

AREA OF COAAPETENCY: RffROORAPHIC SaVICK 

I* A. Creates necsded copies 

\ . . ' . '■ 

\ 1. operates duplicating equlpnsnt 



\ 



a. offset 

b. copier 

2. collars materials 

a. ' manually / 

b. by machine 

3. binds materials 

a. manually 

b. by machine 

4. folds pages 

a. manually 

b. by machine 

5. proofreads to Insure accuracy 



AREA OF COMPETENCY: NUMERICAL DATA 

!• A. Maintains a petty cash fund (Ot>tlonal) 

1. obtains cJiecks to establish or replenish petty cash fund 
makes payAents from petty cash 



i 
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3» preparu voucheifi for loniy tikia out or ricilvid 

V i recordi petty cul) patriu ia a jottrul or chick tigiitir 
5. prepdrei pttty «ih riporti 

ARIA Of COMPETWCYr DATA PROCtSSINa. \ 

I. A. CodM feiM for diU'aatry ■ ' ■ ' 

i; B. Raids coBputar printouts to obttin inforutim to priptti< riqiilrii tipori 

AREA OF COMPETB^bfi REBRENC! MATEWAIS : ^^^^^^'^^^ 

II. A. Uses geQiral raf iriQCi utiriiU to look up ipilliitg 



1. uias general ref arince latiriili 



^ a. off|i*or eoi^atty'i procadurisiasuils \ 

b. dlcdonary ' W 

c. talapboni dlrictory and yillov pagii 

d. (lulckraferinci wrdiiiBuil , 
a, theiaurui 

f. Qutsldi aganciii (both intirnal and tftiTBil^ thi^P^^^^ 

g. cltydlrictory r ' 
. h. postal unuil \ . 

1. ,ZIP Code dlrwtory 
J.' secretiry'spriferinceianuil 

k. cospanyifilis |t 

1. past records ., w 

n. word division sanual 

n» equipKAt operator lanoal 
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mOP COMPETWOfri^ - - - ^ 

IX Opiritii the itttdird luiul typmlti r to pirfon bulc of fioi diitiN 
I.B. Operitis the itindird electric typewlter to perfon buic offioe dutlu 
I.G. OperitN the lelectrlc typevrlter tp perfon bylc office dtttlei 



.D. Operitea the lelf-correctiaj typewiter: to perfon bulc office dutiu (Optionil) 
:.E. Operetei the proportionil epiciag typewlter to pe,rfoti biaie of floi dutlu (OptlOBil) 

:.P. Operitei the lutoutf^/ponr typewlter to perfoni bulc offiei diitlei" (OptloMl) 

Klnd f , ' ; ■ . , ■ ; 

Operitei^the 10-key addliig uchine to perfon beil|^le« ^tte 
IX Operites the eltetironlc dlipliy cilculitw to perfom'liulc of fli dutlu 
I.l. Operites the electronic printing calculator to p«rfori bulc offlu dotlu 
I.J. Operatee the printing calculator tO perfon bulc of flee 4utlii (Optional) 
I.K, Operate! the full-key adding jachlne to perfon bfulc office dutiu (OptlMil) 

U. operates the tranicrlblng uchine to perfon bulc office dutlu 

AREA OF COMPETB^CY: SUPERVISED mi EXPBIIENCE, OlflCE SIMUIATION, t ' 

STUDENT ORGANIZATIONS (OITOMI) 
U. Farticipatu in superviied vork experience training (co^p or lnten||blp) 

IB* PartlclpatM in a sinulated offlce.progru . i 

IC. Fartlclpate'a in co-currlcular student orginizatiou » 



cotu 



COMPETENCY MECOMQI 



il,'.'v-aug.g««tad as a--r«pl-«d««^i- thii turn txfairt|Sbi^-C*«f««^ 

P,- <sard. / It oan j)a uisad ■||;v^i««:.«mpl6y;ar.8)'-'?^i*C^^^ '^^ :,"''<rK: ' 




Th«;. COMPBTEKCY RECORD, ^•houl'd follow ; 

:1th«i» {>08t->8adondary jicK^ «fia 
is ahown on th« CbMPETKNfcy rbCORD 

on the following pa^e 8 tncittdaai A -^^r -t- ^^T^^r^'-r 

. recommended for. a graduate- of the ;Oena^ai';;;'b!^fi^^ 
Occupational Program. , 
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COMPETENCY RECORD 



^OCCUPATIONAL PROGRAM: General Off Ice/Typist ■ (ilflwc o{ film 




Thl8 coopetency record tells what the student, who is named ibpve, his denonstrated thit he or shi^^an 
do. A.graduate Is one who has demonstrated coipetent perfomance of )aU the tasks desLatid for'thii 
occupational program. This competency record is to be used as an expansion of and/or aJppleaent it tli;^ 
traditional report card» Student performance can be rateil at the secondary and/or post secondatWl." 



RATING SCALE ! 

«', ' ■■ '■ ' ■ 

< Performs task(8) with ability that consistently 
exceed (s) program minimum standards set for. Job 
entry level; very competent. 

4 - Performs task(s) at job, entry level; competent. 

3 -^Performs task(s) with periodic assistance. 

2 - Performs taskts) with constant assistance. 



I - Is unable to perform taskM. 

T - Demonstrated ,flbillty to perform taskls) at or 
above job entry level by .taking a challengi 
test. ■ ' : .;; 

PP - Actual production words per minute (PHPM) 
obtained by student., , 




AM OF COMPETENCY; TYPEWRITTEN COMMUNICATIONS. 



ILA. Il^pes general buBlnesB correspondence froii typed 

rough draft, ihandvrltten rough draft, vwbij, instruction,, 
verbal dictation at the typewriter, and lachjne trans- 
cription -v » T 

II.B. Types multiple copies of general business fbiis that 
are pertinent to the specific business fromu typed 
, .rough draft, handwritten rough draft, verbal instruction, 
verbal dictation at the typewriter, and lachijp, trans- 
cription 



n.C. l^es miscellaneous material frdm: typed roligh dliaft, 
handwritten rough draft,, verbal instruction, verbi 
dictation atvthe typewriter, and Bacliia«vtranscrlpt\on 



II.D. Types reports (cai;bons may be r?quiredrfrom;. • typed 
rough draft, handwritten rough draft and machine ■ ■ 
transcription . 



I.E. Types or prepares copy for reproduction 



II. F. Types correspondence , records, reports, f one, and 
miscellaneous material 'from; typed rough draft, hand- , 
written rough draft,. verbal instruction, verbal dictation 
at 'the, typewriter, and machine transcription with carbon 
copies 



•^8 
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> ' 1 

i i ^ 


MINIMUM 
PROGRAM 
STANWJU) 


RAT1S6 


mm 

YR, 


mm, 


POST. 
RXm 


' ''''if 


INSIRi 


I.G. ■ Proofreads and makes neat^nd accurate corrections of 
■ typed fflateriai ^ ^ > - , 






« • 










Coments* ^^^^ draft pwpn ( pwpili miniiui standard) for juinutes ( jDlnu^es) , 

Machine transcription pwpin( pvpi ilniium standard) for ainutes (__alnu 


tea) f 


* i 




AREA OF COMPETENCY; RECORDS FILING AND MANAGEMENT 


If 




1 






\ 




II. A. Maintains the currently used filing system 








** 






• 


— JM- — • ' 

I.E. Revises files to kfeep them Current 












4 




1 — _ 1 ' ' 1 ' 

I.e. Cross-references documents and prepares ^crbss- / 
reference materials % 

■ t 




■■■ \; 

;.. \ 










t 


I.D. Maintains index files 

• 






K 

; 










I.E. Maintains "tickler" files for follow-up responslbilitiefl 




i 




> 








I.F.' 'Maintains personal "work in progress" file 










1 

• r 






• 1 

I.G. Operates micro-reproducing equipment (Optional) 


> 














, ■ . ■ ■ '3 





ERIC 



G0T18 



MINIM 
PROGRAM 
STANDAPn 



■i N ii 'r|ffl|| 



SECONDARY 







RATll, 


YR, 




< 







POST 



Conments; 

















. 1 — ' -■ 

AREA OF COMPETEHCY: PUBLIC RELATIONS AND STAFF SERVICES 


* 














LA. Receives pergons who enter the office ' / 

















Conents: 



AREA OF COMPETENCY: OFFICE FUNCTIONS 



■I. A. ' Keeps the reception area in order 



LB. Operates intercom system 




.0. Maintains a bulletin board of announcements, news,, etc. 



""^^-^^^Maintains employee information directory 



I.E. Writes/prints' legibly 



Comoents: 



ERIC 



GOT 19 
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■f ' 


MINIMUM 


sn 


KMIAIR 


MKT 


Iconilt''''' 




PROGRAM 










STANDARD' 










Hi 




AREA OF COMPETENCY: OFFICE EQUIPMENT 
















'II. A. Mal&ttlna office equlpnent 


• 














I.B. Keeps equlpoent current 
















. Comnti! • ^ 

:'i 








n 


AREA OF COMPETENCyj OFFICE SUPPLIES (VERY IMPORTANT) " , , 














1 


• 

n,A. Malntalna personal and office inventory of «uppll«8 
















' ) ' ' 

CooDerts: , ' 




■ 


ARM or COKPEinn; TEIEPHOB COMHHCATIOHS ■ 
















« — -^-T " 

I. A. Ansvers incoming telephone calls 
















I.B. Places outgoing telephone calls 

















38 



'3r 



. » 



ERIC 



4 



'/COT 20 



14\ 



' I.e. -Places outgoing and receive] Incoming calls using 
.specialized telephone jquiiment 



li'l). 



the telephone directory 



I.E. Maintain^" internal telephone records 



l.F. -Omit 



MINIMUM 
PROGRAM 
STANDARD 



. SECONDARY ' 
RATING YR, INSTR. 




Comeats: 



AREA OF.'COMPETENCY: MAIL 



II.A. 



I.B. Prepares outgoing mail 




Comments: 



AM OF COMPETENCY: REPROGRAPHIC SERVICES 



■' I. A. Creates needed copies 



ERIC 



rM' J. 




#21 4J 



6f 



lip 



Coiments! 




AM OF COMPETENCY: NUMERICAL' DA!^ 



I.A. Maintains a petty cash fund' (Optional) 



Cooneotss 



m OF COMPETENCY; DATA PROCESSING V : •' 






■■' ■ - \ .' ■ 


f '• ■ 

^ ■ ^ . 








I.A. Codes foils for data entry 




! ' .■ »' 












I.B. Reads computer printouts to obtain infomatloii to * \ 
prepare required reports . ' 














■' , . :• ■■'■V ■■■ ■ 


Comenttfl 

f ■ .0 ' . ■ ■ ■ 

♦ , . . . ■. 

. % ■ 




Ti « ' ■ 

■AREA OF COMPETENCY: REFERfiHCE MATERIALS 






1 










I|.A. . Uses general reference materials to look up spelling, 
J2 pronunciation, and (ieflnition of terms f 

















mil 



MINIMUM 

mm 

STANDARD 



.Coaents; 



SECONDARY 
YR, INSTR. 




m OF COMPEfflCY: MACHINE OPERATION 




• 


■J 










1 

LA. Operates the standard manual typewriter to perform basic 
omce duties 
















I.B. Operates the standard felectric, typewriter to perform 
basic office duties ' ' , 

■ 1 ■ ■■ 


\ 








',■ 




• .' 

1 


I,'(f. ''"Operates the selectric typewriter to perform basic . 
office duties 






• 










LD.. Operates the self-correcting typewriter to perform ; ^ra! 
basic office duties (Optional) , 'f^ 


I r 








1 






s I.E. Operates the propor'tional spacing typewriter to perfom 
basic office duties (Optional) 




1 { 




^ ' ' 11 (/ 

1 








I.F. Operates the automatic /power typewriter, to perform ■ ■ 
basic office duties (Optional) Kind: , 

—1 
















' ' ' ' \ ' 
I.G. Operat;es the 10-key. adding machine to pirfonn basic 

office duties . ■ . 

1 , ^ 

















I.H., Operates the electronic display calculator to pejrform 
1)afilc office duties 



MINIMUM 
PROGRAM 
STANDARD 



SECONDARY 



RATING YF, INSTR. 




POST SBC 



RATING -YR, 



INSTR, 



I.I. .(iperates the electronic printing calculator to-p^rfonn 
tesic office duties 



/ 



I.J, ., Operates the printing calculator to perfora bisic 
office .duties (Optional) 



4 



I.K. > Operates the full-key adding machine to peij'fori basic ■ 
office duites (Optional) 



l.L. Operates the transcribing machine to perform basic 
office duties : 



Coments: 



AREA OF .COMPETENCY: SUPERVISED WORK EXPERI|kcE, OFFICE SI^ 
. . , , - STUDENT ORGANIZATIONS (OPTIONAL) 



moN, 



■3* 
it- 



r.A. Participates' in supenlsed vork ^perience training 
(co-op or Internship) " 



pe of business, institution, /or agency 



46 



Length of tiie 



ERIC 



47 



GOT 24 



/ 

■ I. 




.PROGRAM 
STANDARD 



YR, WSTR, 



1,B, Participates in a simulated office program 
-Lenglit of program: ' ■ ' 



] i,c. Participates in co-ci|ricular -student organizations 
Naiie of. organization: x 



ConiieatB: 



Statenents of coipetencies can be graded at either the secondary or post-secondary level. 



f8i 
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TBEFOUiOinNG.INDOSTHirilEPIl 
IN THE DEVELOFHEHT Of THE tASK LIST fd m OmmKL mm 



ttrfl. Arleae O'HaUey 

224c 
3H Oentsr 



Hat;" Xiril^ Grieg 

Oikdile 
^partoent 117 
' Vest St. Paul, HN 35118 

i ■ ■ ■ 

Hi. Mi jn^e^^^ 
MTicKLtttS 
3333 WlQt TO , 
IigiQ i li 5 5121 



Mr. H. B* Elchlnger ' 
S.B. Foot - Kenning Bench Street 
Bed Wing, MN 55066 



He. Haiy R^iprecbt 
lliO Kelt Itrrtifi, Street 
Dulutb, MS 55611 



Ms. Cberl Hopkins 
3601-l6th Amue SoTith 
Minneapolis, Mir ' 55^07 



Ms. Kathleen Aubert 
Mb. Jaokraua 
\ St, Paul 
385 VashingtoD 
St. Pauli HN 55102 



Ms. Ami'fhonas 

' Sbi^hvestern Bill Mephone 
:4o8 St/ Peter 
■ Mte lOO ' 

■St, Paul, 0 55102 ' 



Ha. Baitari Nark 




lT3Mrtro 

.8t.:W^„,: ............. ,,,,, 

>^/,Vl{!lci:St>'feefl7:-. 

: '^iii^agH6iat': wd, D^rick/ :/ ■ -'if 




120 8otith6tb' street. 
Minneap6Us, Nil :55>i'02 




Office Manager ; 
WiUmar AVTI ' ; 

BOX109T ; ', 

Willnar,, ! 56201'; 



51 



GOT 26 
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DEVEOPfilS 



Cunlculun Articulation Project . 



Dr. Uura J. Burger, Director' 
N8« Deena B. Allen,, Curriculum 

Specialist 
Statewide CurriouluD Articulation 

Project 
^554 Wiite Bear Avenue 
Nbite Bear Lain, MN 55110 

Ml. Connie Kohls, Curriculum 

Specialist 
Statewide Cunlculun Articulation 

Project 
Brainetd A.V.T.I. 
300 Quince Street 
Brainerd, MN 56401 

Muriel Copp 
BldNin9.A.V.T.I. 
Red Wing, MK 55066 



Lois Johnson 
Dakota County A.V.T.I. 
P.O. Drawer K 
Rosenount, MN 55068 

Judy Nelson 
Tech High , 

12th Avenue and 7th Street So. 
St. Cloud, MR. . 56301 

Wlllft . caapbell . I 
St. Clpufl A,V.T.I. ; 
1601 Ninth Avenue 
St. Cloud, MN 56301 

Doris Duray 
Red'tfing Sr. High 
, 525 East Avenue 
Red Ming, MN 55066 ^ 



jtay Stapleton ' 
44th Avenue and 4th Street 
Denfiild High School 
Doluth, MN 55807 

Sue Carlson 

SuMitoni Cooperative Center 
511 iwthorne Street , 
Alexa;idr|«f Mt 56308 

Sue 

Sialiy Rlgh khool 

2920 lilt eoth Stilt 

Inver Grove Beigbt|MN 55075 

,' 

Frank Jordon 
Richfield Sr. Bigh ■ 
8100 Harriet South 
Richfield, MR . 



ERIC 



GOT 27 



-DEVELOPEHS contlnuid- 



dnqflBOche 

80. Hihington bo. Schools 



8040 80th Stnit South - 
Cottage Grovt, NN 55016 



Sylvia Lai 

HanHapln Technical Center 
North CanpuB 
900Q North 77th Avenue : 
Brooklyn Center, MN ,55445 



Dorqthif lanim 
Henoipin TiOhnieal.Center 
9200 nylo? Cloud Drive 

Eden'Ptairlerm 55343 



Bva Sova 

St. Cloud A.V.T.I. 
St. Cloud, HN 56301 



Richard Olion 
Granite Falls A.V.T.I. 
Granite Falli, MN 56241 



GOT 28 



HUMAN RELATIONS AND PBtSONAL DEVaOPMENT 



Secretarial/clHtical personnel work with people . For this 
reason additional competencies in the area of Human Re l^tid^^^ 
and Personal Developtnent are needed by the student who vis^^ 
to become employed. People work together when they ATaye ii^^^ 
understanding of theiiiselves and their co-workers and^hert^^^ t^^^ 
willingly make appropriate adjustment^ in their dwn ^hav-* x 
ior . ■, 

The STATEMENTS OF COMPETENCY shown in the following section-^ 
this;; task list represent the minimal Human Relationship apd I 
Personal Development skills needed by graduates^pf secretarial/ o 
clerical programs. It should be recognized that students witj 
continue to learn about themselves and oth^ers through daily 
periences they have in their careers. 




HUMAN IRATIONS WD llSeNAL^M 



IBEA or COMFETENCT: COHHUNICATIONS 




A. ' DcMoitrales Bceipttade of pebpli is i f rlendfy bttSliMB*Uki lanner ' 

1 . Intiraets verbally with people in eonuinieatlttg a ienfage 

a. enunciatea clearly 

b. uaea correct , gramur and appropriate choice of voi^e 

c. ahovf/denoAfttratea tact 

d. reiponda courteoualy 

e. uaea a pleaaalit ipea)ilng toMi rate! and volune 

2. aaka, reneibera and uaea peraona' nanea in coinmlcatlng vith 'people 
. 3. Interacta i\pHerbally 4th people In cottunlcat^^ . 

a. recognlaea the meaning of facial ttfpreailon 

b. recognltea the leaning of body language 

c. recogniaea the neaning of eye (lontact ' 

d. recognltea the neaning of hidden BiBaagea : ; . 

B. Listena to and reaponda to the uteaaagea received frott co^rketii aupenltoi' and vlaltora- 

1. takea notea when receiving inatructiona ^ / ' '1 

2. periodically looka at the peraon who la apeeking to obtain viaual^c^^ 

3. aaka for clarification when the.neeaage la not underatoodj. 

4. c^ncentratea on one thing at a tloie H dlrectiona are. gIVen 

C. Gives directions and reaponda to other people ' \. ■ 

1. '^ makes use of an understanding of human behavior 

2. displays an ability to b^ assertive without being ^^0^^^ 

3. deals effectively with angry or defensive co-workers/cuatoief 8 , 
i recognizes the uniqueness of ^d differences in Individuals 

AREA OF COHPETENQY! SELF-DEVELOPMENT ' V 
A. IjeDonsttateB a dlBposltion for continued personal grovth and understanding of self ^ 



. 4 ' 
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' ERIC 



1. thinks positively about hlnself/herflelf and his/her future .\ 

2. does not show off to bolster his/her flelfrconfidence 

3. waits for what , he/she wants 

4. makes up his/her mind decisively ' , ^ 

5. admits his/her shortcomings ' t- 

^6, recognizes and builds on his/her strengths without beooilng vain \ 

'h seeks out new ways to develop his/her talents 

8, has a realistice self-image baaed upon the way that others see hln/her 

9. ' has a positive attitude abttit self and . others 



B. Displays personal development fdr social living' 



1. handles personal finances 

2. chooses life style and housing options " . , ' 
a. displays an ability to live and work with others haraonlously 

3. chooses safe and reliable transportation 

4. Identifies personal biases, prejudices, and stereotypes 

C. ' Shows emotlonatiDaturity,;\ \ . 

■ ' V ' ' * 

1. . tolerates frustrations ' ,. ■ ' ''„■, '< ■ ■ . 
2. thinks for himself /hersf If ' ' . 
'3. Is calm and exerts extr^ eff or^''t6 'ktep' on an even level 
4, tackles unpleasant la$ks witHbut^self-plty,, 




>^'V- takes VesponsMity!ior h(ll/her\own' attl^^^^^^^^ \ 

6/ V underst^s his/her role in grquHF 
' ?.• tak^s orders withoijt .becoming pbstlnatB'' 

^'^'^X 8.' is motlvatea by*a long-range plan, notly whlks or desires of each' passing week 

.'f .i.i- does .not nupse gijiidges- or try to get ev.en. ' 'V ' ■ 



■ V 



^1. 'i"Malntains professional m&tur^y,, , ; , 

/ k 1. has clearly defined, career goals '' ' 

a.' views his/herjob pfofessiopally, rather than as only a means of obtaining a pay check 
, ' . b, fees job sjftisf action as. part good mefitai'K&lth 
c. ' kts/'realistic goajLs basii on. his/her ab 




3. gets proper exercise 

i has annual dental and nedical check-ups 

5. has jood posture 



] 



B. 



Shovs good visual poise 



1, demonstrates an appropriate method of standing, walking, sitting, bending and liftlDX 

C. Selects and vears proper office attire - . 

' 1. is groomed attractively and tastefully 

vears clean, wrinkle free garments 
b, wears flattering colors 'and garment styles for his/her jElgure 
. c. chooses accessories that are appropriate for work 

(1) fads • 

(2) fashions ^ 

d. coordinates colors of garments and accessories worn together 

e. plans a wardrobe' for a limited budget 

f . wears shoes that are quiet, polibhed, fastened and In good repair 

g. shops for clothing that is well constructed so that it will last 

i ' f 

D, Has good personal hygiene habits ^ ' 

1. bathes his/her body regularly , 

2. uses antlperspirant 

3. has clean hair, skin, teeth, nails, and breath 

4. wears clean clothes that have been laundered properly 

5. removes hair properly and regularly from selected areas of the body 

6. applies cosmetics in a skillful .way to enhance features 
?. subtly applies body fragrances ^ 

AREA OF COMPETENCY; OFFICE ATTITUDE 

A, Relates to, male and female co-workers of all ages, skills, backgrounds, and positions 
1. contributes to a ^eam effort 



b. 



e. 



a. 



d. 



c. 



requests and/or gives assistance to other people 

handles constmctive/non-constructive criticism and profits from It 

declines invitations gracefully 

responds cheerfully and gives praise when" appropriate , 

is supportive and encouraging to co-workers 



61 




,2. assumes Individual job responsibility 

3. deals effectively with frictios and tanslon wlthlu the offici' 



a. co-vortc^rs vho don't assume full share of workload 

b. noodinass of 'co-vorkers/supervisors 

c. favoritism among staff : i 

d'. personal problems which inter^ire wUh .work 

e. offensive language or behavior of co-workers, supervisor or cuitonri 

' f. Improper hygiene 6f coijorkers which la off ensiver to otheri , 

g. angry customers ^ 

h. chronic complalners f , 

i. short-tempered co-workers, supervisor or self ' , 

I 

Supports company and employer by exhibiting prof essionalisD 

1. shows loyalty to company , 

It folIuWtt Cut tUul^diiy'b [lullcitfS I 

3. maintains confidentiality of company/kstitutiooal infonatloi^ 

4. anticipates needs of supenisor / , i 

5. demonstrates cost control . ' 



a. conserve supplies 

b. , use time efficiently' , ' ■ 

c. develop and improve personal work methods and procedural 



6. 



displays good housekeeping habits 



a. cleans and maintains work area 

b. cleans and organizes employer's work area aa instructed | 

c. makes coffee and keeps coffee area neat and clean 



7. 



shows professional commitment to his/her employer 



a. shows , flexibility and willingness to try new approaches \ 

b. is versatile and willing to adopt his/her behavi(^' to new situations 

c. willingly works overtime to meet scheduled deadlioes 

d. asserts his/her feeling, needs, and competence in coBBunicating with hia/hir employer 



about salary, 'benefits, and company policy 



Shows that he/she is dependable in the office situation 



BE/FD 



1 . hai vork hiblti that Iniuri vork bilni iccNpUihid on tin and eometlf 

2. irrlvai at vork on tlM lad MlAUlni leMolid vorklnt hoiiri 

3. plana and achadulia work aaalpianti and priorltlai 

4. takaa reaaonabla coffaa braaka and inch briaka 

' 5. haaa good attandanca tacord «lth ilek lw% and piraonal daya takan whan naeaaaary 

6. paya attantion to datail ao that bi|k quality work la lalntalnad eonaiatantly 

7. follova through to coiplatlon vork that hai baan atarttd 

( 

D. Shova Initlativa in gaining profaaalonal admcaiantli 

1: leeka job/aalf anhancaaant axparlancM 

a. updataa hia/har aklUa and knovladga through fonal aducatlon, In-houaa training, and 
Infonal coaninlcation * 
^ ' b. participate in profaaalonal organiiatlona 

2. selacta or rajacta job proiotlona baaad on opportuoity, paraonal goala, and circttatancaa 
a. exanlnea altamativaa and angagaa in earaar planning 

(1) long teri . , 

(2) short tan 

AREA OF COMPETKNCYS SOCIAL AND BDSINESS ETIQUKnE || 

A. Displays proper social etlquatta 

I. ' etiquette for social functions (a.g. Introductlona, table oannara, conon courtaay) 

B. Displays proper business etiquette^ , 

I. converses with eO-workeraand Mia in a aocially acceptable lannar, within the tiia : 
constraint of the office situatlW' 




a. office buaineas (non-confidential) 

b. peraooal business 

c. social events 

d. topics of general intereat . ' 

2. uses the Infomial coBnunlcations network (grapevine) witllln the office In a poaitivi wijr 

3. refrains fron contibuting to office goaaip . 



A. addresses superior properly (••t«Mr., Dr., Kt., tte.) 

•• fomwl 

b. non-formal 

AREA OF COMPETENCY; JOB SEEKING SKILLS 

' " i I r 

S 

A. Identifies Job opportunities for vhloh he/ehe le quellfled 

1. checks school bulletin board 

2. reads newspaper ads 

3e contacts employment egenclee 

state 
private 

H$ uses personal contacts 

B. J^reparee for Job Interview 

I. writes and types a resume 

^ 2. composes and types a letter of application 

3. contacts a* prospective employer 

4. arrlvee on time • 

5. conveys an optimistic outlook and vUllngneee to lean 

C. Participates In a Job Interview 

1. dresses and grooms himself /herself appropriately 

2. obtains Job Information from perspective employer 

Job requirements * 
^* benefits 

environment 
^» salary 

^* opportunity for advancement 

company's purpose and function 

D. Follows -up on the Jo6 Interview 

1. sende an acknowledgment letter 
2. . makee a phone. call 



OCCUPATIONAL FROORAH: 






This competency record 'tells \*it the student, who Is naned ^rfij^e, has deaonsftatei pt h«^^.^0^^^^ 
do. A graduate is one who his dkjnstratrt; conpetent ])erfon^ 

occupational program. This cbstpetenc^ record is to b&is^^s ai^ cqia^ thi ^ 

traditional report card, . Student perforinance can be 



RATING SCALE!' . 


; . ^^^^ ■■^m^:-^ 


5 - Performs ta8k(8) with abi%^at^ 


1 - Is:'wiable'tO;perfoti'^^^^ V';',' •^■•S 


, .exceed(s) program minimum st&Sdards set for 'job 




' entry level; very competent. . | i' 


T r DemoD8trated"y>lllty'fe^ 

^ above job entry; level by taking a challenge 


4 - Performs task(8) at job entry level; competent. 


, \ testr..';,' • , ' 'v,; " 


3 - Performs taskls) with periodic assistance.' ', 


PWPH - Actual production words per minute (to) 


obtained by student. \ ' i 


2 - Performs taskfs) with constant assistance. 







MINIMUM 


SE( 


;ONDAR 


Y 








/---^ 


PROGRAM 






IliSTili 


■ ■W- 


tii.; 




AREA OF COMPETENCY: COMI'IUNICATIONS / 


1 














A. Demonstrates acceptance of people in a frlsndly-business-like 
manner ' . 1 . . 
















B,' Listens to and responds to the messages received frpi co- , 
workers, supervisors and visitors ; V 
















C. Gives directions and responds to oth^r people 
















Conmients:' ' , 

- . ' ' 

■a ' ■ . 

■ ; ' '" * . ■ ■ ' . 






/ 


■ ^\ 

.^ V* » • 


i 


* 


AREA OF COMPETENCY: SELF-DEVELOPMENT 
















.A. Demonstrates a disposition for continued' personal growth and 
. understanding of self 




• 












B. Displays personal development for social living 


t 














C* Shows emotional maturity • • ' 
















D» Maintains professional maturity 
















,Comaent8:^ ^ 


r. 


AREA OF COMPETENCY: PERSONAL APPEARANCE . ' 
















A. Maintains good physical fitness behavior patterns - 
















B. Shows good visual poise 












1 




C."' Selects and wears proper office attire 


Ik 










GOT 


)7 


^ i.tood nersonal hvelene habits 


4 










1 





1 


MINIMUM 
PROGRAM 

st;mrj 


SEC 
RATING 


mm':.. V 

1 YR. lilN^-TR.' 


* POST' 


'BECOi 

* 


'm 


r ' — : — '■ — s ■ * ' 'IV' ' 

Coments: ■ • ■ ' ,. / . ..^ 

■ ' ' •' ' ■ ''''' '' 


■ ^ K ■ 

AREA OF COMPETENCY: OFFICE. ATTITUDE » • 






0 




\ 






aI Relates to male and female co-'vorkers of all ages, skills, 
. backgrounds, and positions 










1 






B. Supports company and' employer by exhibiting professlonallsQ 












• 


/ ■ • • ' 


C. Shows that he/she is dependable in the office situation |p 






t • 










D. Shows initiative in gaining professional advancements 














% 


Comments: . ■• ' 

< 


AREA OF COMPETENCY: SOCIAL AND BUSINESS ETIQUETTE 
















A. Displays proper social etiquette 
















B. Displays proper business etiquette 
















Comments: 

> » 

• 


AREA OF COMPETENCY: JOB SEEKING SKILLS 
















A. Identifies iob opportunities for which he/she is qualified 














73 


1 

B. Prepares for .job interview 










HR/PD 


GOT , 


)8 


ERIC'articlpates' in a 1ob interview '. 

















MINIMUM' 
PROGRAM 

mm 



SECONDARY , ;, 

mm instr, 



RATING 



• P' Follows -up on the job' Interview 



Coments: 



Statements of conpetencies can be graded at either the secondary or post-secondary level. 



7i 



ERIC 




\ 



BR/PD GOT 39 



Diveloperii Hraian Re^atioM and Personal Dfvalopent 



Ms. Linda Anderson^ 
Hutchinson A.V.TJ. 
Hutchinson, MR 55350 



Ms. Linda Jeffries 
Moorhead A.V.IJ. 
610 Fourth Avenue South 
Mooihead. MN $6^60 



Ms. Ann Ellinson 
Moorhead A.V.T.I. ^ 
810 Fourth Avenue South 
Moorhead, MB 



Mr, Kilo Loken 

Hennepin Technical Center North 
9000 Korth TTth Avenue 
Brooklyn Center, MN 'HiW^ , 



'Miss Shirley Buckholz 
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